English 101 Sec 025
Introduction to Academic Writing
MWEF 9:00-9:50am

Instructor: Christopher Barrios

Office: HLG 113

Office Hours: MWF 11-12 and W 2-3; other times Ippaintment.
E-mail: cjb8087 @louisiana.edu

Required Texts and Materials:

Ballenger, BruceThe Curious Writer?"® ed. New York: Pearson Longman, 2006.

University of Louisiana at Lafayettereshman Guide to CompositioBouthlake, TX: Fountainhead
Press, 2007.

Computer access with a floppy disk or flash drive

A manila folder

A university e-mail account

Recommended Materials

Pocket dictionary and thesaurus
Prerequisites:

To enroll in ENGL 101 students must meet the follaywriteria:
A. An enhanced ACT English subscore of 18 or higher, o
B. A SAT verbal subscore of 450 or higher, or
C. A grade of “C” or better in English 90 or its eqaient

Course Description

This course is intended to teach you how to comoaieiappropriately at the university level and
beyond. The key to achieving this goal is throaglcursive process. The assignments are designed
guide you through each writing stage as you devgtap own personal voice and intelligently critique
the ideas of others. | will assist you in analgzaudience and establishing purpose, and illustyati
techniques of argumentation. | also will providriywith feedback for revising and editing your work
so that you can generate a polished final piedeodgh my guidance as well as the perspectivesarf y
peers, | hope to facilitate an environment suitétevriting development and create a classroom
atmosphere that comfortably allows for discussiot debate. Let it be known that the topics of
discussion may be controversial in nature. Theegfpou must be able to not only challenge your own
beliefs but also respect the opinions of others.

Goals
Throughout this course, you will:

* Engage in writing as a recursive process
» Recognize the structures of argument



* Use writing and reading for learning, thinking, as@mmunicating
* Respond to the needs of various audiences

» Discuss appropriate voice, tone, and level of fdityna

* Integrate your ideas with those of others

Essays

You will write four drafted essays this semestdnjch will be guided by the respective chaptersaary
text. At the end of the semester, each of thessysssill be placed in your folder and graded. Keep
copies of your work on your disks.

» 2-3 page personal narrative (CW chp. 4)
* 3-4 page profile (CW chp. 5)

* 4-5 page review (CW chp. 6)

* 6-8 page research paper (CW chp. 11)

Rubric

Papers will be graded on three categories: orgaoizadeas, and all else (grammar, word choiag), et
Depending on the essay, the categories will bengiveertain percentage that when combined will tota
100%. Students will be given a certain percentddgbe determined points in each category based on
the quality of work. Above average freshman contmoswill be given a check plus (100% of the
allotted points), a check (80%) for average contpmsior a check minus (60%) for below average
work. Please refer to ttegeshman Guide to Compositidor the university’s outline of what each
grade represents (15).

Please follow this format for all of your essaygbulrafts and final copies:

* Final drafts should follow the MLA format. An exaftef a paper in MLA format can be found in
The Curious Writer

» Essays must be typed, double-spaced, and haveastiamérgins. The font used for your final draft
should be 12-point Times New Roman.

» Pages must be numbered with your last name andmagker in the upper right-hand corner
starting on the second page (ex: Smith, 2)

* Your essays must have a title; however, a titleegagnot necessary

* When you submit a final copy of an essay, submiiitih the assignment sheet and all of your drafts
stapled together.

Revisionis a significant part of the writing process. Yawill be required to write multiple drafts. |
highly recommend that you use resources such asffieg hours and the Writing Center in HLG 107 to
assist in this stage of your writing.

Journals

You will be expected to respond to a writing prortigt | will give you at the beginning of class &érar
on Moodle. The purpose of these prompts is to goreincentive to write and direct your brain todsr
a functioning capacity. These entries will be deecrandomly during the semester in order to
emphasize the importance of attendance.



Late Work

All work must be turned in on time and during clas¥apers not turned in on the date due will
automatically have a letter grade dropped. After hat day, they will not be accepted, and you
will receive a failing grade. If the final paper due date is on a friday, no extensions will be
given. Essays turned into my mailbox will not be acceptelss you and | have made prior
arrangements. If you are unable to turn in an assemt for emergency reasons, please inform me
personally and as soon as possible. Please mak# osee-mail if you are unable to contact me by
phone. The decision of whether or not | acceptwaiek, regardless of excuse, is solely mine.

» Every prewriting activity and rough draft is woitpoints. Failure to turn in any of these stages
on time will reduce the overall final draft gradg ® points

Grading

In my grading procedures, | focus on a more haliagiproach. This means that, while | will mark off
for spelling and grammatical errors, my main foaube on organization, depth, and originality o&>
your paper have strong connectivity between papdgrand with the main idea? Is the argument
logical and well supported? These types of questaiii be taken into account when | grade your work
My grading scale is based on a point system andtigied as follows:

A =90-100 D = 60-69
B = 80-89 F = below 60
C=70-79

Participation 10%
Journal 10%
Essay 1-4 20% each

Total 100%
Proficiency Essay

At the end of the course, the final exam will cehsif an in-class essay of 500 words or more. Yastm
pass this exam with a C or better in order to passourse.

Attendance

Although I believe that as adults you should hawetiol over your own education, attendance is wital
a writing course. Much of your learning and worklwake place in class, and you will be involved in
group work and peer review. You will also be inmodd to techniques in class that can help you
through the stages of the writing process. Sinppity writing cannot be effectively taught or
experienced by missing the course. After missitma of five (5) days of class, your final cougrade
points will be lowered 5% for each additional déyrmessed class. However, | understand that ins&nce
of severe illnesses or other such events can o¢ease contact me as soon as possible so thawe
work out an appropriate accommaodation.



Plagiarism

The English Department wishes students to haveaa @ea of what plagiarism is from the start syeh
can be no mistakes later.

There are two major types of plagiarism:

1. Word-for-word copying, without acknowledgementtloé language of another writer. (AlImost
needless to say, having another person writerabateéi all or part of one’s composition is
plagiarism of this kind and clearly forbidden. Buaddition students should copy no printer
passages, no matter how brief, without acknowleglgsisource and either placing it in
guotation marks or setting it aside as a blockeatajion.)

2. The unacknowledged paraphrasing of an author'sid@#e student should no more take credit
for another writer’s thoughts than for another ar'g language. Any distinctly original idea
taken from another writer should be credited taitthor. If the student does not know whether
another writer’s idea is distinctly original, hegire should incline to believe that it is; no fault
attaches to over-acknowledge, but under-acknowledgeis plagiarism.)

Because of its serious nature, a case involvingigdsm is referred to the Discipline Committee jeth
can recommend that the student, if found guiltydisenissed from the university. (See Code of Studen
Conduct, Section 15, Point 7.)

Disruptors

| require all students to turn off or silence all@hones, pagers, and any other noisemaker, Als
you wish to sleep, bring headphones, or do anytthiagdistracts or takes away from the learning
experience, you will be marked absent. | must easjzie the seriousness of this issue. Such dissipto
can break the illusion of a perfect learning envine@nt

If there are special circumstances that requiraufigeof those devices, notify me before the begmoi
class. If you fail to do so, you will not be exenfom consequences.

Special needs
If you have special needs or a disability, pleast&#ynme immediately, and register at the Services

Students with Disabilities office.



Information for First-Year Writing Instructors
University of Louisiana at Lafayette
2009-2010

Catalog Description of 101

English 101: Introduction to Academic Writing
A course designed to introduce students to theakithinking, reading,
and writing skills required in the university aneiond. Course will focus
on writing effective, well-argued essays.

Instructors are encouraged to expand this basarigésn on their syllabus in order to provide stuts
with more specific information about the class.

Texts for 101

Required: For the 2009-2010 academic year, all 101 instrgct@gardless of rank, are required to use
the course text§'heCurious WriterandThe Freshman Guide to Composition

Additional materials: The Curious Writers a comprehensive textbook that includes readiamgs
rhetoric, and a handbook. Because of its compahemature it is also expensive. Therefore,
instructors should not require their students tapase additional materials like course packetsiléV
it is understandable that instructors may wanttamthl materials from time to time, you are strgng|
encouraged to make those materials available thrthaglibrary. The First-Year Writing committee
also strongly encourages instructors to partakbarfree materials provided by the Collegiate
Readership Program located in the periodical bmghe first floor of Griffin Hall.

Helpful reminder to 101 students: SinceThe Curious WriteandThe Freshman Guide to
Compositionwill also be required in English 102, it is impamt to remind your students to hold onto
those books after completing 101.

English 101 Outcomes & Goals

The purpose of English 101 is to introduce studemtke critical thinking, reading, and writing ki
required of them in the academy by focusing onatedl awareness and argument. All assignments for
English 101 should be designed with the followingicomes and goals in mind:

In the course of writing thesis-driven essays, aitusl will:

* Engage in writing as a recursive process

» Recognize the structures of argument

» Use writing and reading for learning, thinking, asmmmunicating
* Respond to the needs of various audiences

» Discuss appropriate voice, tone, and level of fdityna

* Integrate their ideas with those of others

Assignments for 101

All students enrolled in English 101 must completa semester total of 15-20 pages of polished
prose. “Polished prose” is defined as writing that hasrbesriewed by the instructor and that the
students have revised. In-class writing that sitglare not given an opportunity to revise and egpa
on does not count towards the polished prose rexnant.



At the end of English 101, students should be tblerite thesis-driven argument papers. “Argument”
in this context is broadly defined to mean makirgeam with which reasonable people could disagree
and supporting that claim with appropriate evidente meet this goal, instructors are expected to
structure assignments so that students have pdémyportunities to practice constructing this tyge
essay.The Curious Writehas many assignment ideas, and instructors aceieaged to construct their
assignments in conjunction with the material présgm the book. Instructors are also reminded that
the 2009-10Freshman Guide to Compositiatso contains a section on the writing and revigigcess.

The final paper for the course should serve ast@aduction to research. Students should not be
required to do extensive library research on actapither, emphasis should be placed on the “haowl” a
“why” of the research process and how to integsat&ces into one’s own argument. You should
encourage students to use readings fitva Curious Writeas sources. In addition, for this assignment,
students should be introduced to the library’s ueses, be given an overview of MLA citation
practices, and informed about plagiarism. Howebecause the entire focus of English 102 will be on
developing research skills, instructors shouldexgtect mastery of the research paper in English 101

Part Three of The Curious Writers the bridge section between English 101 and Exfjlish 101
instructors should introduce their students tortfaerial in this part of the text, and English 102
instructors should begin their semester by rewigithis same material.

Possible sequence of assignments:

Scenario A
» 2-3 page personal narrative Cyrious Writer chp. 4)
» 3-4 page profile@Qurious Writerchp. 5)
» 4-5 page reviewGurious Writerchp. 6)
* 6-8 page “research” pape€Cyrious Writerchp. 11)
Scenario B
» 2-3 page personal narrativeyrious Writerchp. 4)
» 2-3 page review Gurious Writerchp. 6)
» 3-4 page ethnographic essayu(ious Writerchp. 10)
» 3-4 page critical essag(irious Writerchp. 9)
* 5-7 page “research” papetijrious Writer chp. 11)

If you would like to combine assignments from sc@sA and B, that is also fine. Please keep indmin
that the review assignment is typically a plagiarimagnet, so if you choose to assign a review,ayeu
encouraged to have students review a new andédwealt, such as one of the department’s Thursday
Night Reading Series readings or an exhibitionrbbg local artists. These kinds of co-curricular
activities are also highly recommended by uppeellemiversity administrators as experiences our
students especially need to have.



Catalog Description of 102

English 102: Writing and Culture
Through exploration of cultural themes, student$lwiild on and advance the thinking, reading,
and writing skills learned in English 101 while &ming on rhetoric and research. Topics vary.

Because each section of 102 is based on a thestrjdtors are encouraged to develop an expanded
description of their course in order to providedstots with an overview of each particular section.

Texts for 102

Required: For the 2009-2010 academic year, all 102 instrgdi@gardless of rank) are required to use
the course texiTheCurious Writerand either a Longman Topics Reader Writing and Reading
Across the CurriculumAlso, The Freshman Guide to Compositisrrequired.

Additional materials: Please bear in mind that because students areeddaihave 3 textbooks for
English 102 The Curious Writer, The Freshman Guide to Compmsiaind a Topics Reader W@friting
and Reading Across the Curriculuthiy are incurring significant expense. Whilesiunderstandable
that instructors may want additional materials friomme to time, you are strongly encouraged to make
those materials available through the library. Adgitional materials should be related to the seur
theme. The First-Year Writing committee also stigremcourages instructors to partake in the free
materials provided by the Collegiate Readershigfm located in the periodical bins on the firgbf
of Griffin Hall.

English 102 Outcomes and Goals

The purpose of English 102 is to build on the wgtskills students learned in English 101 by foegsi
on academic research. Each section of 102 is msedd a cultural theme. All assignments for
English 102 should be designed with the followingcomes and goals in mind:

In the course of writing thesis-driven researclagsstudents will:

* Engage in writing as a recursive process

* Develop essays around a specific purpose

» Explore the nature of academic discourse and exawmirat “counts” as evidence in

academic writing
» Integrate outside sources into their own writing
* Apply the appropriate conventions of citation stgtel mechanics

Instructors may add to these goals and outcomes.

English 102 Diversity and International Requirement

University of Louisiana System Diversity Requirernen
“Diversity may be defined as ‘recognizing and ap@aeng the myriad qualities that make each
of us unique, in an atmosphere that promotes dethreges both individual and collective
achievement.”

Board of Regents International Requirement
“Colleges/universities shall insure that each degtedent has been exposed to international
education (awareness, learning, scholarship, aredigagement) before graduation.”



The university recognizes English 102 as satisfyaath of these requirements.

The First-Year Writing Committee and the EnglishpBement realize that these are incredibly vague
mandates we have been asked to follow. While EhdlD2 has been designed to meet these
requirements in the most general sense, the prograhthe department as a whole need to spend
significant time further defining how we want thesgquirements to be embodied in our 102 courses.

Assignments for 102

All students enrolled in English 102 must completa semester total of 20-25 pages of polished
prose. “Polished prose” is defined as writing that hasrbesriewed by the instructor and that the
students have revised. In-class writing that sitglare not given an opportunity to revise and egpa
on does not count towards the polished prose rexnant.

All students enrolled in English 102 must completan annotated bibliography with a critical
introduction and conclusion.

All students enrolled in English 102 must completa research paper of at least 8 pages.

Because English 102 is based on a theme (withxibepéion of sections that u¥eriting and Reading
across the Curricului all writing assignments, including the largesearch paper, should be related to
the course theme in some way.

All paper assignments for English 102 should askestts to engage in research in some way and the
correct use of MLA citation style should be stresgeoughout the semester. Instructors are reminded
that both the chapters on the research procesa haddbook are located Tie Curious WriterThe
Searchersection ofThe Freshman Guide to Compositiaiso provides comprehensive units on the
research process.

Possible sequence of assignments:

Scenario A
» 1-2 page critical response pap€utious Writerchp. 9)
» 3-4 page critical response paper (with emphasisapaphrasing/summarizingy@rious Writer
chp. 9)
* 4-5 page issue/argument pap@ufious Writerchp. 8)
* 4-5 page annotated bibliograptgurious Writersections C-1 through C-9)
» 8-10 page research pap@ugious Writerchp. 11, 12, 13)

Scenario B
e 1-2 page critical response pap€u(ious Writerchp. 9)
» 3-4 page issue/argument paper (with emphasis @ppeasing/summarizingic(rious Writer
chp. 8)
» 3-4 page issue/argument pap@ufious Writerchp. 8)
» 1-2 page research proposal (2008-2B6&shman Guide
» 4-5 page annotated bibliograptgurious Writersections C-1 through C-9)
» 8-10 page research pap@ugious Writerchp. 11, 12, 13)



Diagnostic Essay/Final (Proficiency) Exam

Diagnostic: On the first day of class, students enrolled inlEhg®0 and English 101 should be given
an in-class diagnostic exam. The purpose of ttasneis two-fold. First, and most importantly, ives
instructors a baseline for their class, providinge preliminary data about what writing skills stats
bring to their class. Second, the diagnostic eraay indicate that a student is enrolled in the \gron
course of first-year writing.

Instructors should read the diagnostic exams as as@ossible after they are given to identify stud
who may be in the wrong course. If you have qoestabout a student’s placement, you should bring
the diagnostic exam to the Director of First-Yeantivg. The Director will check the student’s
prerequisites and review the diagnostic to seg@lheement error has been maéease note that
regardless of the quality of the diagnostic examremften than not students are enrolled in thegla
that they are qualified for based on the preredasi Students cannot be “forced” out of a courfse (
example from English 101 into English 90) if thesetthe prerequisites for the course

Final Exam: All instructors of English 90, 101, 102, and 115stgive a proficiency exam during
finals week
SACS (Southern Association of Colleges and Schpttis)accrediting agency for all
universities, colleges, and schools in the souteeas).S., specifically requires an outcomes assest
of basic education requirements (first-year writargl freshman math). This must be an assessment in
which all students are given the same type of '&ssent instrument.”

Because of the SACS requirement, the BOR (BoaRlegients) for Louisiana higher education requires
an Exit Exam for all freshman writing courqes least a two hour writing assignment with the

specific topic not announced beforehand) UL Lafayette meets these requirements with thiivg
Proficiency Exams. If we falil to require a WritiRgoficiency Exam, the BOR or SACS could require a
departmental exam graded by someone other thandtractor of the class.

The final exam may be graded on a pass/fail bass,you do not have to count the exam as a poofion
students’ course gradéiowever, if a student fails the final exam, s/he nsi receive either a “D” or

an “F” for the course. In other words, students must pass the final examake it out of the course
and move on to the next English course. A couradeyof “C” or better in English 101 is required to
advance to English 102 and a course grade of “@etter in English 102 is required to advance to
upper-level English coursesBelow is a reminder of the rules governing the SA€quired final
proficiency exam:

1. The exam must be given during the final exam peaitmtted to your class. You can find the
date and time on ULink. You must give studentsethiére time to complete the exam. If you do
not give students all the time allotted, this cdoddconsidered grounds for grade appeal.

2. The exam must be an essay, not a multiple-choisbant-answer essay.

3. The topics for the proficiency exam essay mustseodnnounced ahead of time, only at the
beginning of the period.

4. You are strongly encouraged to give students acehafi more than one topic for the exam essay.
Giving one prompt only may, in some cases, be densd grounds for a grade appeal. Prompts
should be based on what you've been doing in ¢tassighout the semester.



5. Though this is not currentlyralle associated with the proficiency exam, | urge yoexplain to
students sometime in these last weeks of classybowvill be evaluating the essays. If you can
manage to set aside the class time, | also urgeoygive students a practice timed essay and
offer feedback on it. Sometimes there is a widerdgancy between the quality of the essays
students submit throughout the semester and tH#ygofthe proficiency exam. Assigning a
practice timed writing exercise and providing comiseo the student may help close this gap.

6. Remember that students who do not pass the pnofigziexam do not pass your course. Teachers
typically grade the proficiency exam in one of tways: they either assign a percentage of the
grade average to the exam, or they grade the eagasifail. Either method is acceptable, but the
former scenario presupposes that students whithtagxam have made low grades on all their
other work as well. In the latter scenario, a grafféail” on the exam is not averaged into the
grade, but it does have the power to override tadegaverage, much like an attendance policy.
If you do not have information about the proficigrexam in your syllabus, you will be required
to grade the exam in this manner.

Procedure for Students with Disabilities

You may have a student in your class who needs éxtee to take the exam due to a documented
disability with an accommodation plan. If you havetudent, you are not required to sit with thelasi
for the extra time. Here is the process:

The student will have to go to room 126 in the @oafce Center to take the exam. A representative
from Services for Students with Disabilities gudess that any student registered with SSD with be
familiar with this location.

Prior to the exam date, you will need to fill out@sting Instructions Form (available at
http;//disability.louisiana.edu/Test_Contract.paif}d email it tassd@louisiana.edalong with the
instructions for the exam that the other studernlishe getting (exam essay topics).

After the student takes the exam, SSD will delivéo the department or give you the option to pigk
the exam.

Attendance |

Instructors must keep a daily log of attendanceefaeh of their classes.

From the undergraduate bulletin:
Faculty members shall develop and implement their absence policies which
will include guidelines for what are construeceasused, unexcused, and
excessive absences. The determination of whatitates “excessive absences”
rests with the instructor alone (with the exceptid authorized and approved
University sponsored events noted below) but masbe less than the University
minimum of 10% of total class meetings. (443)

According to the Undergraduate Bulletin, teacharsot penalize students when there is written
justification of the absence for “authorized angrawed University sponsored events such as negessar
academic field trips or debate, judging, and irdegiate athletic team travel” (444).



Instructors need to detail their own attendancecpan their syllabus.

Plagiarism

According to the University of Louisiana, Lafayetiadergraduate Bulletin
Plagiarism is a specific type of cheating. It ascwhen a students passes off as
his or her own the ideas or words of another penstien s/he presents as a new
and original idea or product anything which in fectlerived from an existing
work, or when s/he makes use of any work or pradoalready created by
someone else without giving credit to the soudceshort, plagiarism is the use of
unacknowledged materials in the preparation ofgassents. Thus, the student
must take care to avoid plagiarism in researcleimon {papers, art projects,
architectural designs, musical compositions, s@eeports, laboratory
experiments, and the like. (444)

Plagiarism is a serious offense. However, patidulfor first-year students, much of the plagiaris
seen in writing classes isintentional. What this means is that, frequently, a studeiat first-year
writing class may technically turn in plagiarizednk (e.g. leaving off quotation marks or incorrgctl
paraphrasing) but not with the intention of chegtiiRather, many cases of plagiarism in first-year
English courses are the result of misunderstancltagon practices. Therefore, the job of firsaye
writing instructors is to teach correct practicteof

Unintentional plagiarism is a problem that can be resolved through constégetition and practice of
correct citation practices. Very few first-yeandgnts will master citation after one lecture oe on
reading assignment, so you can not assume thdiggatise you go over citation systems in class one
day that students grasp the complexity of the siibje

To deal withunintentional plagiarism most effectively, teachers should seek to edumadeexplain to
students, not penalize them.

There are, of course, other situations that arescantentional plagiarism (e.g. a student submits a
paper purchased over the internet; student sulanpiggper written by another student; etc.). Imbead
plagiarism is a serious academic offense and shmatlthe treated lightly.

If you suspect a student imtentional plagiarism, you should consult with the Director of First-Yea
Writing. Depending on the severity of the offensenalties can range from receiving a “0” for the
assignment, to failing the course, to being diseddsom the university.

Course Administration

According to departmental and university policytinstors must:
» Develop a syllabus outlining their class policiespectations, and grading criteria
* Turn in a copy of their syllabus by the end of fingt week of classes to Kathy Whelan
* Turn in to the Director of First-Year Writing theudents’ signed prerequisite contracts for 101
and 102 located in thlereshman Guide to Composition
» Distribute a syllabus during the first week of clas
» Keep daily attendance records
* Maintain a grade book that is turned in to Kathyaldn at the end of each semester



» Keep copies of students’ signed plagiarism corgra6t. and 102 in your office for the duration
of the semester
» Keep graded copies of writing assignments not piake by the students on file for one

semester.
= If you teach in the fall semester, you must hold@atudent work from fall

semester until the end of the following spring ssiae
= If you teach in the spring semester, you must baldo student work from spring
semester until the end of the following fall sereest
= If you teach during summer session, you must holtbsstudent work from
summer session until the end of the following $a&linester.
» Administer a first-day diagnostic essay
* Give a written, in-class proficiency exam duringgdiis week
* Hold 2 office hours per week per course
= For example, if you are teaching 2 courses, yod neéold 4 office hours per
week
» Notify the main English office of any class periagisen you will not be meeting in your

regularly assigned classroom
= For example, if you have scheduled a library daytur class, you need to tell
the main English office where your class will be.

Cancelling Class/Office Hours—IlIness or Emergency

If you cannot meet your class at its regularly sicied time you can either:
= Arrange for a substitute to take over your class
OR
= Cancel class
In either case, you need to contact Kathy Whelahiaform her of the situation. Also, if you knowa
cancellation ahead of time (for example, you knaw will be at a conference), it is a good ideaub p
this on your syllabus.

If you need to cancel office hours, please cafidtfy the main English office.

Cancelling Class for Student Conferences |

Meeting with students individually about their vmg is an important aspect of first-year writinghe
First-Year Writing Committee recommends scheduinagvidual conferences for at least one paper
during the semester.

We also realize that meeting with students on atorane basis takes considerably more time than
either office hours or class time can accommodateerefore, the First-Year Writing program’s policy
is that youmay cancel up to two weeks of classes (4 class nmagt for 75 minute classes or 6 class
meetings for 50 minute classes) to meet with youtuglents for individual conferences. Classes
may only be cancelled if you are requiringyour students to attend the conference, and you ga
not cancel class for two consecutive weeks.laSs should not be cancelled for more than one \aeak
time and that the instructor should try to scheduwoleferences during class time and during officer&o
that week.

If you cancel class to hold one-on-one studenta@mices, please inform the main English office.



Policy on Incompletes in First-Year Writing

As the semester draws to a close, your studentsdamapproaching you asking for incompletes in your
class, or you may be inclined to give a studerihaomplete instead of an F in the course undegitert
circumstances. While you certainly have some dignren these cases, we must be consistent and fair
to first-year writing students as a group in howheadle incompletes, especially when dealing with
such a large number of students. For freshman-kenglish courses, incompletes are typically resrve
for emergency situations that arise during thevasstk or two of the course. If students are ashkingut

an incomplete earlier than this, reply that theystmontinue to do passing-level work in the cowunsel

the final week (this includes regular attendance) then you will make a judgment about an
incomplete.

Before agreeing to an incomplete, you must geafiproval of the Office of First-Year Writing. Pleas
do not grant an incomplete before consulting thedor or Assistant Director or First-Year Writing.

Also, according to the 2007-2009 Undergraduated®inll page 397, only students who are currently
doing passing work in the course are eligible fmompletes. So if a student in your class has aP o
average, do not give the student an incompleterelfiao need to consult the Director’s office inase
such as this; just cite the Undergraduate Bullétou can download the bulletin at
http://bulletin.louisiana.edu/UN/83

Final Grade Submission

Reminder: We do not give plus or minus gradesiatiuhiversity. We may only give the following
grade for courses that are graded:

A B CD,F FS, FN

I=Incomplete
FS=Student stopped attending (include date ofshdance in ULink grade roster form)
FN=Student never attended

Please check your rosters in ULink as soon as lples&ou may find that a student who has been
attending your class all semester and submittingkwonot listed on your roster. If the studenttigm
your roster, you won’t be able to submit a finadg for him or her. Please bring the situatiorhéo t
student’s attention immediately and notify the mianglish department office. Sometimes students are
dropped from rosters by the registar’s office fasons having to do with immunization records and
such, so the student needs to go to the registrite and inquire about his or her enrollmentistan

the course.

Remember also that students who stayed in yous despite not meeting eligibility requirements
should not receive credit for your course. (You vatall the notices informing you of these student
during the first two weeks of classes.)



University Policy on Grade Appeals |

If a student feels that he or she was given a gitatas too low, you will probably get an emadbrin

the student about it. Think of this email as th&ation of a possible grade appeals procedure gFade
appeal cases, the student must initiate the appeadsss within thirty class days of receiving ginade.
After that time, the student is no longer eligifde a change of grade. For more information abbet t
process for grade appeals, see pages 413-414 ohtihergraduate Bulletin. According to the Bulletin,
the student must meet with the following partieghis order:

1. Course Instructor (as the instructor, you haveritji@ to request to have another person in the
room during this meeting if you do not feel safestimey with the student one-on-one)
Department Head

Academic Dean in charge of the College in whichdberse is offered (Dean Barry)
University Ombudsman

Grade Appeals Committee

Committee on Academic Affairs and Standards

ouhrwN

The student must arrange and attend meetings etstructor, department head, and dean within
fifteen (15) school days from the initiation of theade appeal. If the student wants to appealdurtie
or she may consult the university Omsbudsman aradlyithe grade appeals committee and the
Committee on Academic Affairs and Standards.

One common reason for grade appeals is excesstemed. Assuming that you have kept attendance
records throughout the semester, the Bulletin (|39 is very clear that grades given based on
attendance policy stated in the course syllabusaireligible for appeal:

Effects of Excessive Absences

When a student accumulates justified or unjustifieds absences which are considered
excessive (except absences incurred due to autldosizd approved University

sponsored events such as necessary academiaifisldt debate, judging, and
intercollegiate athletic team travel), the instarahay recommend to the student that s/he
withdraw from the course prior to the deadline f@thin the schedule of classes. If a
student chooses not to withdraw from the courseijrtbtructor will award a grade to the
student at the end of the semester or session waintkeeping with the class policy on
attendance which was distributed at the beginnfrigeosemester or session (refer to
IV.B.3 above.)



